U.S. Department of Labor Office of the Assistant Secretary for
Veterans' Employment and Training

Washington, D.C. 20210

November 8§, 2000

DIRECTOR'S MEMORANDUM NO. 1-01, Change 1

MEMORANDUM FOR: REGIONAL ADMINISTRATORS AND DIRECTORS FOR
VETERANS’ EMPLOYMENT AND TRAINING

Loty a Lecds
FROM: STANLEY A. SEIDEL
' Director, Operations and Programs

SUBJECT: USERRA Operations Manual Revision: Closed Case Review
Responsibility, Case Referrals, Referral Report, and Reassignment of
Case Ownership to the Regional Office (CHANGE)

1. Purpose: To correct DM 1-01, dated October 4, 2000.

II. Background: There was a procedural error in DM 1-01 concerning disposal of case files.
The error was pointed out by a member of VETS’ field staff after the DM was issued. The
incorrect guidance provided was based on records disposal procedures that were superseded by
the Department of Labor’s Privacy Act notice in the September 23, 1993 Federal Register. A

copy of the pertinent section is attached.

L Action: Change item #3 under “Closed Case Review Responsibility” to read as follows:

3. The procedure for retention and disposal of USERRA case files is the following:

cut off and remove from active files in fiscal year when case is closed except in
cases where a claimant has requested referral to the Department of Justice or the
Office of Special Counsel. In cases where referrals are requested, cutoff and
remove from active files in fiscal year when litigation is complete, representation
is declined or claimant withdraws claim. Maintain five (5) years after cutoff and
then destroy.

IV. Effective Date: Immediately

V. Inquiries: Direct questions on the basic Memorandum to Bo Wroble (404) 562-2368.

Direct questions on records retention and disposal to Bob Simmons at (202} 693-4732.

Attachment - Federal Register Notice (excerpt) dated September 23, 1993
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SAFEGUARDS:
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NOTIFICATION PROCEDURES:

identified:
- a. Name.

70a.7.
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* " Agency personnal files, and -
V‘mformation submitted by the emplﬂyw

mmmnmnesmmmmmor:

ol amee. -
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) svmu NAME;

- File. J

SECURITY CLASSIFICATION:
None.

SYSTEM LOCATION:

_\_-“anmmmmm"

* “The rectrds are maintained in the _
_ form of a spiral—bound t:hrectory

~ Record are retrieved by the name od
- the senior management amployea.

.l Thaae records are kept in ofﬁce suites
.- which are locked after working hours.

The directory is updated every two
' yaars and the old directory is destroyed.

SYSTEM maen(s)mmsss
—— o ARt o a_ o at_

IJIIULIIJI',L Uxuue OI AGIMNISITAUON,
Management & Litigation Support,
Room N-2414, U.S. Department of
Labor, 200 Constitution Avenue, NW,,
Washington, DC 20210.

.Inquiries should be mailed or
‘presented to the system manager noted
" at the addmsa llsted above.

—— sk Foe e ne k21T R

- A request for access shall be
addressed to the system manager at the
- address listed above. Individuals must

-furnigh the following tnformation for
- their records to be located and

b. Approximate date for investigation,
~c. Individuals requesting access must
also comply with the Privacy Act
regulations reégarding verification of
identity to records at 29 CFR 70a.4.

CONTESTING RECORD PROCEDURES:

- A petition for amendments shall be

-addressed to the System Manager &nd

muyst mieet tha mqmremsnts of 29 CFR

. Office of the Solicitor, Office of
Administration, Management &

. Litigation Support (QAMLS), Frances .

Perkins Department of Labor Building,

Room N-2414, 200 Constitution .
Avenue, NW., Washington, DC 20210. -

CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM:

All amgloyaes from the Office of the
Solicitor both thosa from the National
and the Regional Offices of the Solicitor.

CATEGORIES OF RECORDS M THE SYBTEM:

The system contains detailed records
pertaining to the chairs, desks, and
other furniture, and equipmerit assigned
to each employee from the Office of the
Solicitor, both in the National and :
Regional Offices of the Selicitor. The -

- main record consists of an ergonomic

checklist.
AUTHORITY FOR MAINTENANCE OF THE SYSTEM:
5 U.S.C. 301. .

PURPOSE(S):

The information is used for statlstl
data and to prepare purchase orders fo
furniture, equipment and accessaries.

ROUTINE USES OF RECORDS MAINTAINED IN THE -
SYSTEM, INCLUDING CATEGORIES OF USERS AND
THE PURPOSES OF SUCH USES:

None.

mmemoouwmmnﬂm

" AGENCIES:
" None.

mmmmm
RETRIEVING, ACCESSING, RETAINING, AND .

" DISPOSING OF RECORDS IN THE SYSTEM:

STORAGE: -
The records are maintained in file
folders and in computers.

RETRIEVABILITY:
Records are retrieved by the name of
the employee.

SAFEGUARDS:
These records are keépt in office smtes
which are locked after workmg hours

AETENTION AND DISPOSAL:

The system is updatad at l,aast
annually and earlior racords are , -
discarded, :

svs-r:n mngu’s\ .nn Ann
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Director, Office of Adminlstmtzon, .
Management & Litigation Support,
Room N-2414, U.S. Department of

B

.Labor, 200 Constitution Avenue; NW .

. : . )
Solicitor’s Office Ergonomlc Furniture w on, DC 26210.

NOTIFICATION PROCEDURES: .~

Inquiries should be maﬂed or
presented to the system manage notad at
the address listed above. -

RECORD ACCESS PROCEDURES:

A request for access shall be
addressed to the system manager at the

address listed abiove. Individuals must
furnish the following l'nfbrmstion for

- their records to ba locatad and

identified:
" a, Name. -
* b. Approximate dnte for' invasngntzon
c. Individuals requesting access must
also comply with the Privacy Act . -

regulations regarding varification of
identity ta records at 28 CFR 70a.4,

CONTESTING RECORD PHOCEDUHH

A petition for amendments shall be -
addressed to the System Manager and .
must meet the requirements of 29 CFR

" 70a.7.

RECORD SOURCE CATEGORIES:
Agency personnel files, and
information submitted by the employes.

SYSTEM EXEW’TED FROM CERTAIN PROVISION OF

Veterans' Reemployment Complaint
File—VETS-1.
SECURITY CLASSIFICATION:

None.

| SYSTEM LOCATION:

Veterdns' Reemployment Rights (VCR)
Area Offices,; Veterans’ Employment and
Training Service (VEFS) Regional :
Offices, VETS National Offjce, Regional
Solicitors’ Offices, National Sohcuor s
Office.

CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM: W

Veterans, enlistees, examinees,

reservists or members of the National

* Guard of the U.S. Armed Forces on

active or reserve servme or trammg
duty.

CATEGORIES OF RECORDS IN THE SYSTEM:
Investigatory files whicil ;p’ertmn to

“ Veterans' Reemployment Complaints.
_'These records contain investi,ganve
*information regarding rghts bf véterans,
‘reservists, and merithets 6f the national
; lzunrd to raturn to pre-military civilian
-employment; reports of interviews with
" individials; and bther information

relevant to a determination of veteran's

~ reemployment nghts

Amnomvmnmmorms SYSTEM:
38 US Lo 2021 ot seq

Pl IHFU‘EE'

Records are mainthmed for
enforcement of faderal laws pertaining
to righh of vetarans, regervists and
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members of the national guard upon
their return to pre-military civilian
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employment following periods of active
and inactive military duty and related to
non-discrimination onsuch
service or periods of duty.

ROUTINE USES OF RECORDS MAINTAINED IN THE
SYSTEM, INCLUDING CATEGOMES OF USERS AND
THE PURPOSES OF SUCH USES: '

Nonse, except far those routine uses in
the General Prefatory Statement to this -
document.

STORAGE: -
Data processing storage and manual
records.

RETRIEVABILITY:
By name of comp!amaut or name of
employer.

SAFEGUARDS:
Secured room, or locked cabmets. and
passwords for ADP system.

RETENTION AND DISPOSAL:

Records will be maintained hy the
VETS for 5 years at which time they will
be destroyed in accordance with
National Archives and Record Service
retention retirement and disposal
schedule. -

SYSTEM MANAGER(S) AND ADDRESS:

United States Department of Labor.
Veterans’ Empioyment and Training
Service, Room 1315, 200 Constitution
Avenue, NW., Washington, DC 20210,
and Regional Offices.

NOTIFICATION PROCEOURES:
See System Managers and Address.

CONTESTING RECORD PROCEDURES:
See System Managers and Address.

AECORD SOURCE CATEGORIES:

LTt e
Veterans, Reserve and National Guard

members, employees, employers,
Departments of Defense or Veterans
Affairs, physicians, fellow emplayees,
union officers.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS
OF THE ACT:

in accordance with 5 U.S.C, :
552a(k}{2}, investigatory material in this
system of records compiled for law
enforcement is exempt from
subsections {cj(3}); {d}; (e}{(i); (e{4)G),
(H), and (1); and {f) of 5 U.S.C. 552a,
prgjv;;:ledallmw;vura,dthnt if any
individual is deni t, privilege,
or benefit that ke or siTey \:ighuidp 8
otherwise ba entitled to by Federal law,
or for wh;chhsorahawouldmhermse
be eligible, as a result of the
maintenénce of these records, such
material shall be provided to the

individual, to the axtent that the
disclosure of such material would reveal
the identity of a source who fumished
information to the Government under an
express promise that the identity of the
source-would be held in confidencs, or
prior to January 1, 1875, under an
implied promise that the identity of the
source would be hsld in confidence.

SYSTEM I.OCATION

State Directors for Veterens’
Employment and Training Offices,
Veterans’ Employment and Traini
Service (VETS) Regional Offices, VETS
National Office, Regional and area
Offices of tha 11,8, Office of Parsonnal

alaLUE D1 LA L0 RO LAL0 R TR

Management, National Office of the U.S.
Office of Persannel Management.

CATEGORIES OF INDIMIDUALS COVERED BY THE
SYSTEM: .
Veotarans of the U.S. Armed Forces
who believe that they have bean denied
velerans preference or other speciai
considerations provided by law(s).

CATEGORIES OF RECORDS IN THE 8YSTEM:
Investigatory files for enforcement of
federal laws pertaining to veterans’
preferemce and other
consideration related to employment
with Federal agancies; reports of
interviews with individualg; el .
records; service records; r
information relevant to a determination

. of veterans’ preference.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:
38 U.S.C, 2003(c{13) and (14)._

MW- E_ 43

Records are maintained for
anforcement of faderal laws pertaining
to veterans’ preference and other special
considerstion related to employment
with Federal agencies.

ROUTINE USES OF RECORDS MAINTAINED N THE
SYSTEM, INCLUDING CATEGORIES OF USERS AND
THE PURPOSES OF SUCH USES:

Information thet is relevant and
necessary may be disclosed to the
federal labor unions if queries arise with
regard to the veteran’s prefarence versus
the collective bargaining agreement.

Data processing storage and manual
records.

RETRIEVABILITY:
By name of complmnant or name of
Federal agency.

SAFEGUARDS: .
Secured room, or locked cabinets, end
passwords for ADP system.

REVENTION AND DISPOSAL:

Records will be maintained by the
VETS for 5 years at which time they will
be destroyed in accordence with
National Archives and Record

Administration ratanton retiremsent nnﬂ
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dJsposal schedule.

United States Department of Labor,
Veterans’ Employment and
Service, Room 5~1315, 200 Conshtnhon
Avenue, NW, Washington, DG 20210,
and Regional Offices.

NOTIFICATION PROCEDURES:
See System Managers snd Address.

RECORD ACCESS PROCEDURES:
See System Managers and Address.

CONTESTING RECORD PROCEDURES: .

See System Manegers and Address.
RECORD SOURCE CATEGORIES:

Vaterang, federal employment
applicants or emplo federal
agencies, Department of Defanse,
Department of Veterens Affairs, Office
of Personnel Management, follow -
smployees, union officers.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS

OF THE ACT:
In accordance with 5 U.S.C.
552a(k)(2), investigatory material in thls
system of records compiled for law '
enforcement oses is exempt from
subsections (c)(3); (d); (8){(1); (e)(4)(G),
{H), and[I),and(ﬂofSUSC 552a,
provided howsver, that if any
individual is denied any right, privilege,
or benefit that he or she would
otherwise be entitled to by Federal law,
or for which he or she would otherwise
be eligible, as a result of the
maintemance of these records, such
material shall be provided to the
individual, excapt to the extent that the
disclosure of such material would reveal
the identity of a source who furnished
information to the Government under an
express promise that the identity of the

eonrea wonld ha held in r-nnﬁdenm ar
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prior to January 1, 1975, under an

implied promise that the identity of the -

source would be held in confidence,
DOLNETS-3

SYSTEM NAME:

-Veterans’ Transition Aseustance
Program (TAP) Tracking System-VETS~
3. .
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- SECURITY LOCATION:. ~ -
- Veterans’ Employment and Trammg

Servioe {VETS} State Directors’ Offices, -

VET Regional Offices, VETS National
. QOffice, National and Ragmnal Solicitors'
- Offices.

' CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM:
Servicemembers, and their spouses,
. for 180 days after separation of the
. garvicemembar from the U.s. Armed
Forces,

‘CATEGORIES OF REGGIDS IN THE SYSTEM:
Registration data on participants in

* the TAP workshops including the name,

address, social security number, and

duty station.

AUTHORITY FOR MAINTENANCE OF SYSTEM:
10 U.5.C. 1144,

PURPOSE:

Records are maintained to monitor
achisvement levels in TAP workshops,
develop demographic data, and research
~ programs effectiveness, '

ROUTINE USES OF RECORDS MAINTAINED IN THE
SYSTEM, INCLUDING CATEGORIES OF USERS AND
THE PURPOSES OF BUCH USES:
Social security numbers are disclosed
to the Defense manpower Data Center at
.~ the Department of Defense in order to
- nscertain the duty status of veterans.
POLICIES AND.PRACTICES FOR STORING,
RETRIEVING, ACCESSING, RETAINING, AND
DISPOSING OF RECORDS IN THE SYSTEM:
STORAGE:
Data processing storage and manual

RETRIEVABILITY:
Attendance numbers by name, state,
base, or V'E'I‘S mgion

‘Secured room.
RETENTION AND DISPOSAL:
- Records may be maintained by the
VETSforSymrsmaccnrdance with
. NARA retention retirement and disposal
schedule. SR

- sYgTEM MANAGER(S) AND ADDRESS:
Umted States Department of Labor,
Vetarans Employment and Training

" Service, Room S—1315, 200 Constitution -

-Avenue, NW, Washington, DC 20210,
_and Regional Offices, ,

" NOTIFCATION PROCEDURES:
Inquires should be mailed or

m-ngnntnd to the gsvatem managa

. at the address listed above.

s 'RECORD ACCESS PROCEDURES: -

" A request for access shall be
addressed to the systems manager at the

noted

address listed above, Individuals must

" furnish the following information for
- their records to be located and '

identified:

a, Names.

b. Approximate date of separation.

C. lnaviauals requesung access must
also comply with Privacy Act
regulations regarding verification of
identity of racords at 29 CFR 70a.4.

CONTESTING RECORD PROCEDURES:

A petition for amendment shall be
addressed to the System Manager and
must meet the requirements of 29 CFR
70a.7.

RECORD SOURCE CATEGORIES:

Tho_af 2 o a. . R, Y R
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SYSTEM EXEMPTED FROM CERTAIN PROVISIONS
OF THE ACT:

None.
Appendix 1-Responsible Officlals

National Office

The titles of the responsible officials
of the various independent agencies in

the Department of Labor are listed
balow, Thig list ig nrovided for

DTN, 2455 2200 25 AR AT S

information only, to assist requesters in
locating the office most likely te have
responsive records. The officials may be
changed by appropriate designation.
Unless otherwise zgeciﬁod, the mailing
addresses of the officials shall be:

U.S. Department.of Labor, 200 Constitution
Avenue, NW, Washington, DC 20210.

Secretary of Labor, ATTENTION: Assistant
Secretary for Administretion and
Management (OA.SAM) S

Depyty Solicitar, Office of the Solicitor

Chief Administrative Law Judge, Office of the
Adminigtrative Law Judges (QOAL]Js) :

Assistant Secretary for Administration apd - -

Managemsnt {OASAM)

Deputy Assistant Secretary for -
Administration and Management
(OASAM)

Director, Nnhonal Capltal Servica Center

(N
Desputy Director; Nattonal Capital Service
Center (NCSC) Director, Office of
Personnsl Management Services (NCSC)
Director, Office of Procuremant Services

- (NCsC)
Director, Dimctomte of Pmonnel

Comptroller, Office of the Comptmller
(OASAM)

- Deputy Comptroller, Office of the

Comptroller (DASAM)
Director, Office of Budget (Comptroller-
OASAM)

TS werrk W rn nF Amn-- 1 0, e ]
DIrsion, ULhnce OF AcCounting uﬁm‘auunar-

OASAM)

Director, Office of Financial Policy and

Systems (Comptroller-OASAM) :
Director, Directorate of Administrative and
Procurement Programs (OASAM)

Directot, Office of Facilities Managament
(OASAM) .

Chief, Division of Sacuri and Emergency
Proparedness (OA ) :

Diractor, Office of: Acqulsltmn Integnty
(OASAM)

Director, Office of Sefety and Health
(OASAM)

Director, Directorate of Clvil Rights (OASAM}

Director, Directorate of Information

Resources ent (DIRM-OASAM)
Director, Office of IRM Palicy (DIRM
OASAM)

Director, DOL Academy ’

Director, Office of Small Businass and
Minarity Affairs

Comptrolier, Office of the Comptroller
OASAM)

Director, Office of Safety and ‘Health
{DASAM]

Director, Directorate of Civil Rights (OASAM)

Director, Office of Employee and Labor-
Management Relations {OASAM)

Director, Office of Emiployment and
Evaluation (DASAM)

Chief, Division of Security and Emergency
Preparedness (DASAM)

Director, Office of Acquisition [ntegrity )
(OASAM)

Chairperson, Employees’ Compansation .
Appeals Board

Deputy Assistant Secretary for Policy

Director, Office of Information and Public

Affnirs .
Director, Office of Administrative Appeals
Assistant Inspector General, Office of
Resource Management and Legislative
Assessment, Offfice of the [nspector
Genersl (OIG)

- Director, Dffice of Mdnagemant,

Administration and Planning, Bureau of
International Labor Affairs (ILAB)

Assistant Secretary for Employment
Standards, Employment Standards
Adminigtration (EQA)

AAdisieral QARTS Ry

Assistant Secretary for the Ofﬂce of the
American Workplace (OAW)
Commissioner, Bureau of Labor 1Statistics

clards

. Assistant Secretary for Empio

Standards, Employment Stan
Administration (ESA) :
Director, Office of Workers' Compensation
(OWCP),
Assistant to tha Director, OWCP, ESA
Director for Federal Bmployees :
‘Compensation, OWCP, ESA " .
Director for Longshore .and Harbor Warkers
Compensation, owcCe, BSA
Dirsctor for Coal Mine Workers® ,
Compensatlon, OWCP ESA
Administrator, Wage and: Hour Division, ESA

" . Deputy Admin.istrator Wage and Hour

Division, ESA -
Aassistant Administrator. Ofﬂce of ngram
Operntions. Waga and. Hour Division,

Assmtant Admmistrato:, Ofﬁce of Pohcy,
Planning and Review, Wage and Hour
Division, BSA -

DNanube Assistant & drrinistator Wa aoa and
Deputy Assistant A, tretor, Weg and

. Hour Division, ESA_ -
Director, Officé of Federal Contrnct LT
Compliance Programs (OFCCP), ESA

- Director, Division of Policy, Plenning and

Program Development, OFCCP, ESA

-



